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1. Introduction

PRISMCompliance.com

* The purpose of this class is to train vendors
In the use of the PRISMCompliance.com
portal

* We are using this portal to facilitate the
collection, tracking, and reporting of diversity
Inclusion and outreach efforts
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2. PRISM Overview

Objectives

Upon completion of this module, you should be
able to:

1. Describe the PRISM application
Describe the components of the PRISM Portal
3. Describe how it will assist with reporting
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2. PRISM Overview

The PRISM Solution for Vendors

 PRISM Compliance Management
 PRISM Support Site

* Vendor Tutorials

 Jurisdiction help desk support

* Vendor-Based Services



2. PRISM Overview

2.1 Modules of PRISM application

PRISMCompliance.com

PRISMCompliance.com offering . ..
Workforce Management

Venglor Management » Workforce Utilization by various criteria
* eDirectory including hours or individual

 Vendor Profile Management participation

Compliance Management Outreach and Announcements

* Prime and Sub Payment Transactions « Vendor Webinars and Training
*Proactive Compliance Notifications » Bulk eMail Capability

» Mailing Labels
Labor Management

* Automatic Notification Certification Management
» Web-based Certified Payroll Submission - Online Certification Application

« Automatic Notification of Recertification
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2. PRISM Overview

SM Port

"
Access to a

searchable database
of vendors

Login to do your
compliance ——
reporting here

Forgot your
Password? Click
here and have it
emailed to you.

& https://

stage.prismcompliance.com/default.aspx

O - @ & X || & prism Portal

File Edit View Favorites Tools

5i £ PRISM Stage £ | Microsoft Outlook Web A...

PrismCompliance.com @ - 2004
an Early Morning Software Innovation
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Help

a PRISM Pro g] Basecamp @ Web Slice Gallery ~ ﬂ Suggested Sites ¥

PRISM 2012 R1 is here!

The first release of
the latest and greatpest version of PRISM ever. Some of the more promine
include:

012 is here! Many Jurisdictional enhancement requagsts highlight
features

1. Key Word Search: The Key Word Search has replaced the list all function in vegqdor,
Contract, Compliahce, and Certification management. Now users will be able to e
in Key Words and|PRISM will search selected fields for matches.

2. PRISM Fax: Vehdors will now be able to fax documents (checklist items) through the
certification moglule in PRISM when filling out certification applications.

3. Quick Vendoy Add: Have you ever been in the process of entering a contract only to
find out that a yendor is not registered in PRISM? Previously you would have had to
place the contyact on hold, exit to vendor management, add the vendor manually and
ith the contract. Now, with Quick Vendor Add, you can simply input a
or name and continue along with the contract.

4. Preview Erhail: Now when sending correspondence to vendors the email you are
sending will pe shown on the confirmation page instead of having to select preview.
It's just another way PRISM is working to make your job less demanding.

5. Warn if Not MBE: This is a proactive step that PRISM takes to ensure that users are
aware if thpy are attempting to assign a diversity role to a vendor that no longer carries
that certifigation.

C
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3. Accessing PRISMCompliance.com

Objectives

Upon completion of this module, you should
be able to:

1. Access PRISMComcompliance.com
2. Change your password




3. Accessing PRISMCompliance.com

SM Portal — https://pro.prismcompliance.com

Your data is secure

Login here...

Forgot your password?
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age.prismcompliance.com/default.aspx

& Prism Portal

File Edit View Favorites Tools Help
a PRISM Stage g] Microsoft Outlook Web A... g] PRISM Pro r.‘::] Basecamp @ Web Slice Gallery v n Suggested Sites v

P

Or you can...

PRISM 2012 R1 is here!

The first release of 2012 is here! Many Jurisdictional enhancement requests highlight
the latest and greatest version of PRISM ever. Some of the more prominent features
include:

1. Key Word Search: The Key Word Search has replaced the list all function in Vendor,
Contract, Compliance, and Certification management. Now users will be able to type
in Key Words and PRISM will search selected fields for matches.

2. PRISM Fax: Vendors will now be able to fax documents (checklist items) through the
certification module in PRISM when filling out certification applications.

3. Quick Vendor Add: Have you ever been in the process of entering a contract only to
find out that a vendor is not registered in PRISM? Previously you would have had to
place the contract on hold, exit to vendor management, add the vendor manually and
then continue with the contract. Now, with Quick Vendor Add, you can simply input a
tax id and vendor name and continue along with the contract.

4. Preview Email: Now when sending correspondence to vendors the email you are
sending will be shown on the confirmation page instead of having to select preview.
It's just another way PRISM is working to make your job less demanding.

5. Warn if Not MBE: This is a proactive step that PRISM takes to ensure that users are
aware if they are attempting to assign a diversity role to a vendor that no longer carries
that certification.

PrismCompliance.com © - 2004
an Early Morning Software Innovation
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3. Accessing PRISMCompliance.com

first time you log in

* You are Required to
change your
password

 Passwords must be
at least eight (8)
alphanumeric
characters
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2 hitps://stage.pri pliance.com/defaultaspx L~ @ C X || @ prism Portal x

File Edit View Favorites Tools Help
. 5% £ PRISM Stage @ Microsoft Outlook Web A... £ PRISM Pro £ Basecamp @ Web Slice Gallery v ﬂ Suggested Sites v

PRISM 2012 R1 is here!

The first release of 2012 is here! Many Jurisdictional enh t requests highlight
the latest and greatest version of PRISM ever. Some of the more prominent features

Cancel include:

1. Key Word Search: The Key Word Search has replaced the list all function in Vendor,

Contract, Compliance, and Certification management. Now users will be able to type
in Key Words and PRISM will search selected fields for matches.

PrismCompliance.com @ - 2004

an Early Morning Software Innovation

2. PRISM Fax: Vendors will now be able to fax documents (checklist items) through the
certification module in PRISM when filling out certification applications.

3. Quick Vendor Add: Have you ever been in the process of entering a contract only to
find out that a vendor is not registered in PRISM? Previously you would have had to
place the contract on hold, exit to vendor management, add the vendor manually and
then continue with the contract. Now, with Quick Vendor Add, you can simply input a
tax id and vendor name and continue along with the contract.

4. Preview Email: Now when sending correspondence to vendors the email you are
sending will be shown on the confirmation page instead of having to select preview.
It's just another way PRISM is working to make your job less demanding.

5. Warn if Not MBE: This is a proactive step that PRISM takes to ensure that users are
aware if they are attempting to assign a diversity role to a vendor that no longer carries
that certification.
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4. PRISM Compliance Management

Objectives

Upon completion of this module, you should be able to:

1. Discuss the Compliance Management workflow

2. Understand the List and Search capabilities of PRISM to navigate the
compliance database

3. Describe how the Prime and Subcontractor Payment /Invoice Reports are
entered into PRISM

4. Understand where to find a list of payments/invoices associated with a
contract

5. Describe the acknowledgements sent from PRISM for Payment Reports




4. PRISM Compliance Management

4.1 Compliance Workflow

A : A
.
VW - - VW

Contract and Sub Prime and Subcontractor Prime and Primes enters Email Acknowledgement is

Contract participation are sent a contract Subcontractor begin invoice and payment sent from PRISM to the sub
Plan is entered into the  acknowledgement email. work reports into PRISM for verification of payments

system by your This is optional and may from prime

Jurisdiction vary by jurisdiction.
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4. PRISM Compliance Management

or View after logging in

Select Compliance
Management

\\\\
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4. PRISM Compliance Management

mpliance Management Module

| ist all Contracts that ﬁm;sgnd*ﬁie

you (Vendor) are TAmerica's inest O
participating on—____ ©vereeee

> List All Contracts | List all of your contracts and your "Role" on the contract.
Hint: Only contracts you are part of (prime, sub) will be listed
Company Search
S e arC h al I C O ntraCtS Compliance Management > Search for Contracts | Search for contracts by Contract Name or Contract Number.
Hint: use "%" to do perform wildeard searches
that you are Labr Compiance
. . . Administration
participating on
City_of_San_Diego
News & Events
City_of_San_Diego
Workshops
COMPLIANCE —"4'- MANAGEMENT f, ﬁ&-




4. PRISM Compliance Management

ting Contracts Awarded
ct List All

Contracts
-+ Shows: o
Contract Number CiyolsmDigo | st Conoos sl Conact, 1201
Contract Name List of 1 - 2 of 2 Contracts.
. Contract Number Role Sub Sub Industry Buyer Department ~ Tofal ~ Total Percenta
RO l € (P rme or S u b) Invoices Payments Payments Payments  Comple
* I n d u Stry S Count  Count to Subs to Primes
*B uyer Name Compliance Management | Reconvi
* D e p art m e n tS Labor Compliance 6 Prime 4 0 Public Utilties $0.00 50.00
*Denotes that the field is '
optional < Back to Contract Compliance Menu

] City_of_San_Diego

; News & Events
« Hard Hat Indicates
payroll requirement 3 oL Do

e All columns may be
sorted by selecting
the column header

PR. i’iswl

COMPLIANCE / MANAGEMENT )’ ’3




4. PRISM Compliance Management

4.5 Searching for Contracts Awarded to You

« Select Search For |-
Contracts San DlegtT\ w L L

‘Welcome, Bruce Toval! Log-o

America's Finest C

City of San Diego Search for Contracts

« Select one of the 2
following criteria:

Select a search criteria below and click "Search”

Company Search

i We have made searching even easier for you. When performing a search that requires you to enter a keyword, simply
Contract Num b er Compliance Management enter the text in the area provided. For example, when search for a by ‘Indusiry' you may select an industry from the
CO ntract Nam e T %E:;?I?G list or enter a keyword in the text area provided. Entering 'Plumbing’ will list all associated with the 'Plumbing
Award Amount Administraton
. Simple Search
Custom Fields ity of.San_Diego
News & Events step 1:| Find Contracts whose:
Department Step 1 P p
= . . Contract Name
| n d u Stry City_of_San_Diego Step 2: kUL b Contract Number
. . . Workshops Custom Fields
JUFISdICtIOHa| Pa.ym ent Step 3: Search Department
Industry
Am t. Jurisdictional Payment Amount
. ) . Jurisdictional Payment Date
Jurisdictional Payment <<Back to Contract Compliance Menu ~|Frime Fayment Amount
Prime Payment Date

Date
Prime Payment Amt
Prime Payment Date

- Select “Search” Hint: Enter “%” sign in front of the search criteria to show all.

\ \\\h
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4. PRISM Compliance Management

orting Activity to a Contract

-+ |Ifyou are the Prime,
then you will be
reporting payments to Aneicasedd TR b
the Subcontractors. ciysmeo [UstofCorass Pamenthens

m Payments Contract Compliance for: K613
received from the City
of San Diego

Company Search | | jst Activity

Compliance Management

Labor Complance | rime Contactors Payments Only o Subs |

* Ifyou are the _
Administration
Subcontractor, then ' A Aty
you will be verifying @iy sn oo

payments sent from etk G | Prime Contractr Payments to Subs
I 8

the Prime. C»gyoﬁ%:;sn’wo Payments from Jurisdiction to Prime

<<Backto Compliance Contract List

\ M.
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4. PRISM Compliance Management

ling a Prime Payment Report (Payee to subordinate for N-tier)

Prime Contractor BEo.. 5B
Report of a Payment SanDiego "%
to a subcontractor el g .

City of San Diego List of Contracts == Payment Menu => Adding Payments

) C O m p I ete th e fi e I d S Contract Number: K813 Contract Name Design and Installation

Company Search
) Compliance Management AddfUpdate
— Sub (select from list) Labor Complance
Administration Payment Info ~ Custom Fields

— Invoice number

Direct Report=:  [City Contractors Sub= [Construction Kings (SLBE) v|
City_of_San_Diego _
. News & Events Invoice Number: | 22 - 12/01/2014, $0.00 of $15,000.00 total paid [
— Invoice Amount
Invoice Amount = | 16000]  Amount Paid=: | 16000
City_of_San_Diego
. e Reference # Date Sent= (05102015
— Amount Paid forksnops | | | |

Comments:

— Reference (if previously used

inv. Number) Add Payment Mngamwiw L1 This sub Dw
— Date Sent

Vel ayments
— Indicates no payment activity
Contractors Invoice # Invoice Amount  Amount Paid Sent Date Reference # Status Ref. Edit
Delete
Direct Report: City Contractors 12 $14,000.00 $14,000.00 0511072015 ot Edit

CIiCk ‘Add Payment, Sub: Construction Kings (SLBE) o Resgonaea |@| Delete

<< Back to Compliance Activity Menu

\\‘\\\\‘h
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4. PRISM Compliance Management

ding a Prime Payment Report (Uploading Verification)

rom List of Previous
payments select the
- 'REF’ paperclip icon

e

Labor Compliance

Administration

City_of_San_Diego
News & Events

City_of_San_Diego
Workshops

» Select ‘Browse” to
upload Document

‘ Contract Number:

16000|
[o5/10/2018 |

Reference # [ ] Date Sent*

KE13 Contract Name Design and Installation
Add/Update

™~ Payment Info  Custom Fields
Direc’ ort=:  [City Contractors Sub*: [Censtruction Kings (SLBE) ~]
Invoice NUMBEMG[ 22 - 12/01/2014, $0.00 of $16,000.00 total paid =]
Inveoice Amount =: | 16000]  Amount Paid=: |

Comments: ‘

No repaninga\'b&%sub Al my subs

Vendor Payments

Contractors Invoice # Invoice Amount Sent Date Reference .°

Direct Report: City Contractors
Sub: Construction Kings (SLBE)

514,000.00 D5/10/2015

<< Back to Compliance Activity Menu

Company Search

List of Contracts >> Payment Menu >> Adding Payments >> References

Name Description User Date Added Reference Type Status Notes

List of References Assigned to Payment Report "K613" Prime: City Contractors, Sub: Construction Kings

View

Delete

Labor Compliance

Administration

& city_of_san_Diego
News & Events

& city_of_san_Diego
‘Workshops

COMPLIANCE MANAGEMENT
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Add Reference

Reference Name: = | |

X

Description- [ Y |
Fle: -

You are currently using 0 MB (0%) of your 300 MB.
Comment:

== Back to Payment Report List

AN




4. PRISM Compliance Management

d a Jurisdictional Payment Report

Enter the following:

PO Number e —— -
if i List of Contracts => Paymen[ Menu == Jurisdictional Payments Addmg

-~ Amount
Payment Date * " Here is a list of all prime payments made on this contract. To add a new payment, click the Add New Payment button. To edit
Issue Date or delete a payment, click the Edit or Delete links on the appropriate row.
Company Search
Reference (check#) .
Compliance Management

Labor Compliance Contract Number: K613 Contract Name: Design and Installation

Select ‘Add Payment’ Aemmeteten [ Adatupda |

City_of_San_Diego
MNews & Events Payment Info  Industry Custom Fields

City_of_San_Diego Prime =: PO Number *: [ |raymentpate~| ]
DRI Reference #: | | Payment Amount=: |:|Issue Date=: |:|

Excluded from Goals? []

| Add Payment || Cancel |

Jurisdictional Payments |

Add New Payment
Prime Contractor PO # Payment Payment Issue Reference # Edit
Amount Date Date Delete
City Contractors inv-328 5$328.000.00 10/05/2014 12/04/2014 Edit Delete

=< Back to Compliance Activity Menu

..-'.
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4. PRISM Compliance Management

ting Subcontractor Invoice Reports

= List all Invoice e iy of
Reports submitted by San Dle
Primes Amerca’Fied| Ci

(RS

CityofSanDiego List of Contracts >> PaymentMenu»LutofSublnvomes

« Confirm Payment by

icki i Contract Number: K613 Contract Name: Design and Installation
clicking link &

Compliance Management ' Subcontractor Invoices for Contract Number: K613

- Prime Sub Invoice Invoice Invoice Invoice Invoice Payment Amount Amount Status Ref.Delete
Administration #  lssueDate Sent Date Due Date Amount  Date  Paid Received

City Construd 110012014 11/01/2014 12/01/2014 §14,000.00 05/102015 §1400000  $0.00 Mot J@\ \@I
Contractors Kings Responded — =
) City_of_San_Diego . e g
News & Events City Cpnstructsonz 1010172014 101012014 11/01/2014 $17,000.00 J@\ @J
Contractors Kings
City Construction 22 1210172014 121012014 01/01/2015 §16,000.00 J@\ ‘@
EI City of San Di Contractors Kings )
»:Ityofksi 0 o City Construction 32 020012015 0210172015 03/01/2015 $28,000.00 ‘@ l@
ops Contractors Kings L)
<< Back to Compliance Activity Menu

\\\\\“\n
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4. PRISM Compliance Management

ISt Prime Payment Reports

P~ Llst all Payment e Cily o
’ Reports made by San ..
Prime Americas e C

City of San Dl!go List of Contracts »» PaymentMenu » I.ustofPrimeInvoms
o Contract Number: K613 Contract Name: Design and Installation
. : Company Search
« Listwill show subs
‘Amount Received’ Compliance Management __‘ Prime Invoice Payments to Subcontractors for Contract Number: K613 ‘
“ Labor Compliance
w ACCGp tance = Prime Sub Invoice#  Invoice Amount Amount SentDate Status Ref. Delete |
inistration i i
Statu S 7 Amount  Paid Received
City Contractors Construction Kings 12 $1400000 $1400000  S0.00 0SM0R015  Not \@I I@J
E CityofSan_Diego Responded '—
News & Events
< Back to Compliance Activity Menu
& City_of San_Diego
Workshops
BLBE —" §AGEMENT , ‘



4. PRISM Compliance Management

4.11 Payment Acknowledgement

* Email to subs with option
to validate payment

« Payment Status Indicator
- Accept
- Not Accept

- Payment Discrepancy

PR 4

COMPLIANCE MANAGEMENT

Prism Compliance
Payment Acknowledgement

Prime Name: City Contractors
Contract Number: K613

Contract Name: Design and Installation
Invoice Number: 12

Invoice Amount: $32,000.00

The City of San Diego’s Equal Opportunity Contracting Program (EQCP) is responsible for verification of subcontracto:
utilization and the prime contractor’s compliance with prompt payment to listed subcontractors and suppliers. According
to our records, your firm is listed as a subcontractor, vendor or supplier for the above listed project.

A prompt response is imperative for accurate verification of the amount paid to your company, as well as any amounts st
wed.

'Youlhcooperation is requested in reviewing the instructions and completing the appropriate information listed below.

Thank yo

Purchasing &\Contracting Department
Equal Opportunity Contracting Program

If you have received the\amount of $22,000.00 you may click here to Acknowledge Receipt.
(Note the payment may take a few days to reach you.)

If you have received a payment for invoice 12 and it is not the amount of $32,000.00, please log into PRISM and
report the amount you received.

If you have waited for the payment to invoice 12 and have not received any amount, then please click here to
indicate you have not received the payment.




4. PRISM Compliance Management

yment Acknowledgement

Verifying through User

Interface
City of San Diego List of Contracts »= Payment Menu => Paymzntsto Sul:n:ommctor
* If you did not receive the
H H . This will verify payment status. You can change the value in the "Amount Received” field if it is different from what was paid
amount indicated by the i _ | e _
o you. Selecting Accept confirms you have obtained the Amount Received, full or partial. Selecting Decline means you did not
(BIEEY SEITED receive a payment for this invoice. You must check the "l Acknowledge” checkbox to be able to Accept or Decling the payment.

prime, enter your actual
amount receive

Compliance Management Once the payment is accepted the operation cannot be undone.

Labor Compliance

Administration
Contract Number: K613 Contract Name: Design and Installation

J Contract Payment Confirmation

City of San Diego Prime; City Contractors
ity_of_San_Dieg N

Workshops Sub: Construction Kings
i 12
$14,000.00
Amount Paid: £14,000.00
Amount Received:* |14000
Comments:
<< Back to Payments

..-'.
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5. PRISM Labor Management

5.1 Labor Management Workflow
The following steps details the Labor Management Module Workflow.
+  Manage Employee Profiles (As Needed)- This is done once for each employee and then revisited as

needed. Here you will identify all demographics related to the employee including: ethnicity, gender,
address, new hire status, etc.

« Assign Employee Classifications (per contract) — Your jurisdiction has already determined what wage
decisions will be used on a contract. All you need to do is assign the selected classifications to your
employees. Subsequently, only those classifications can be used to report payroll. This process is done
for every contract(if necessary).

« Adding payrolls (per payroll) — The step involves entering the payroll data for a particular contract and a
particular vendor. Each employee is entered separately using the same screens. PRISM can also import
the payroll information from an external file. Vendors can enter this information via the web or a
jurisdiction can enter the information on behalf of a vendor.

«  Certifying payrolls (per payroll) — This step involves a jurisdiction or a vendor approving a payroll as an
official submission. This can be performed when the payroll information is entered or at a later time. An
implicit audit is performed with every Certify payroll request.

RASM

MANAGEMENT
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http://help.prismcompliance.com/robo/projects/prismcompliance.com 2010  web help/Managing_Classifications.htm
http://help.prismcompliance.com/robo/projects/prismcompliance.com 2010  web help/Adding_a_Payroll_Report.htm
http://help.prismcompliance.com/robo/projects/prismcompliance.com 2010  web help/Certify_Payroll.htm

5. PRISM Labor Management

or Management

« The Labor Management san D
Module facilitates the entry

- " AmericalsFisf C

and certification of your E L

City of SanDiego | Labor Compliance Menu
payrolls
Assign Employee Classifications
 PRISM allows you to Conpany e
. Payroll Management
enter, and certify payrolls o
over the web. Jurisdictions L Carvlis T

can enter, view, audit, and PR

certify the payrolls as well

City_of_San_Diego
News & Events

City_of_San_Diego
Workshops

\ M.
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5. PRISM Labor Management

5.3 Labor Management — Employee Manager

&
Employee Information a

General Werkforce

L T h e E m p | Oye e M an ag e r Sto reS ’ Fill in general employee information and click Save button. Required fields are marked with the * symbol |

information about your employees ) | .
First Name =: Middle Name: Last Name *:

that facilitate completing payroll Empyes tarier

wizards and workforce reports. — e
City: [ ] Ste* [WARYLAND vz | | County.

Annual Salary: Fringe Benefits: l:l Exemptions: El
BseRae [ | Oowwmetts [ | Owmmez [ |

Start Date: l:l End Date: l:l []Part Time [JUS Citizen [JLAPR

Picture: Browse. Delete Picture

|

Close and Go Back to the List of Employees Continue to Workforce >>

Employee Information

General Workforce

3

Fill in Workforce information and click Save bution

Employee Number: 1911

Title: Cheif Welder

Name: Clifton Huxtable

Race: African American

Gender: Male

What workforce program(s) Clifton Huxtable participates in? 2 programs -

Assign Job Categories to Clifton Huxtable

Assign Special Demographics to Clifton Huxtable

Title Visible Start Date End Date Add/Delete Edit
Section 3 Yes 01/01/1999 04/28/2016 Delete Edit

\ \\\\\\h W
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5. PRISM Labor Management

or Management — Assign Classifications
P_|heC'!Ixof
San Dleo

ilter classifications :
City of San Diego Classification Assigni

by WD number, '
a |Ssuer’ Craft’ |ocatioN | ciassification Assignment |

etc Company Search SEer Dol | state: | CALIFORNIA v Location: |- Select One — v
) |

WD Number: |ELEC0569-001 v Modification: |- Select One - v Year
Compliance Management
Craft: [ Select One — v

Select an employee Labor Compliance

. Administration
fl’Om IlSt  _ Select Employee Select Classifications

& city_of_san_Diego Nedab Eamar ...9998 - Craft Level Type Wage Decision Location Rate Cust. Descr.
. . RS G RS Cotto Luis ...4444 [ ] ELEGTRICIANS (TUNNEL JOURNEYMAN Highway ELECOS69-001-1-  SanDiego 54198 No  View
Select classifications g i
Issuer - DOL
. . ity_of_San_Diego - eavy ={= n Diego : o View
&3] City_of_San_Di [ ELECTRICIANS (TUNMEL JOURNEYMAN H ELECO0S568-001 - 1 San I¥ $41.88 N Vi
from list by checkin CEETT s e
Issuer - DOL
[ ELECTRICIANS (TUNMEL JOURMEYMAN  Building ELECOS£5-001-1- San Diego  $41.88 Mo View
~ WORK) 021202010
- . . Issuer - DOL
VIeW Descrlptlon Of || ELECTRICIANS (TUNMEL JOURNEYIMAN wa
TWORRT 021272010
lssuer - DOL
WD ) ELEGTRICIANS [TUNNEL JOURNEYMAN Heavy ELEGOSES-001-1- SanDiego S4123No  View
— WORK} 02122010
Issuer - DOL
[ ] ELECTRICIANS (TUNNEL JOURMNEYMAN Building ELECO0S55-001-1- San Diego  $41.23 Mo View
— WORK} 02122010
Issuer - DOL
CI 1 k ‘A 1 ’ t 1 ] ELECTRICIANS JOURMEYMAN Highway ELECOSE8-001-1- SanDiego S$37.40 Mo  View
IC ssign 1o assign e 0271910010
Issuer - DOL
|| ELECTRICIANS JOURMEYMAN Heavy ELECOS85-001-1- San Diego  $37.40 Mo View
€ employee 10 the - 021122010
lssuer - DOL
= : ] ELECTRICIANS JOURMNEYMAN Buiding ELECOS8S-001 - 1- SanDiego  S37.4D0No  View
classification - 021122010
— Issuer - DOL
~ | [ ELEGTRICIANS JOURNEYMAN Highway ELECOSES-001-1- SanDiego S3665 No  View
o 02122010
EEE I Issuer - DOL
. e . [ ELECTRICIANS JOURMNEYMAN Heavy ELECO0S55-001-1- San Diego  $36.65 Mo View
List of classification . ]
Issuer - DOL
[ ELECTRICIANS JOURNEYMAN Building ELECO0S88-001-1- San Diego  $36.65 Mo View

aSSIgf'IEd tO an N &zélgzoé%l_
employee

I~ List of Assigned Classifications
SSN Location Construction Type Craft Rate Custom Delete
Lamar Nedab  ****985% San Diego Building DRYWALL FINISHER APPREMNTICE $10.50 Mo ‘ﬁu |
Luis Cotto 4444  San Diego Building LABORER BUILDING COMSTRUCTION JOURNEYMAN $26.97 Mo ‘ﬁu |

..".
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=
f

PR<

COMPLIANCE

g SV

MANAGEMENT > #




5. PRISM Labor Management

oor Management — Add Payroll Wizard

cm;ofSanDugo Labor Compliance Menu City of San Diego Payrol Menu
| o it | | LstCetd PaolRepos | Dyl Gt Pyl epots
Company g
Company Search
oll Management .
Comlactl | o e | |HanﬂueN0ﬂ£emﬁedewllRepon5| Edt existing Payroll Reports and add a new payrol enfy
; Compliance Management
Labor Compliance ;
- | Vonage Worce Reprs | i 1 AddaPayol AMNa e payrl ety
Administation
B Ciy_of_Sen_Diego ] ' Import Payrol Importa Payrol from  Pism fomated XL fie
News e ﬂc’:ty_otgs;vn%m
WS
B city_of San_Diego < Back o Prject abor ey
Woshps B cy.of $on Do
Workshops

Next, Choose ‘Add a

Select ‘Payroll Management’ Payroll’

PR. %SM

COMPLIANCE % MANAGEMENT , “




5. PRISM Labor Management

or Management — Add Payroll Wizard

City of San Dlego Payroll Menu

Payroll Information  Employee Information  Pay Information  Deductions Information ~ Confirm

¥

Fill out the Project and Payroll details below then press the "Continue to Employee Info” butten before moving on

Company Search

Compliance Management J Project and Payroll Information \

Labor Compliance .
Select the Project:*

Administration

City_of_San_Diego
Mews & Events
Select the Payroll End Date:*

@ City_of_San_Diego
Warkshaps (Note: If Pay# appears in the calendar, t
represents an existing payrel end date)

Enter Payroll Number*

| Design and Instalation

H A
5 M
2 n
3 4
10 1"
17 18
] 25
il 1

May 2015
w

n

]

13

0

n

3

[ 3]
F §
[
] 9
15 16
2 23
P 30
5 ]

1| Suggest Payrol Number |

( This is @ Non-Performance Payroll

<< Back to Payroll Menu

A
N

Continue fo Employee Info >>

Select a project, payroll end date, and payroll
number OR select ‘Non Performance Payroll

\ \\\\

PR £

COMPLIANCE

A swm

MANAGEMENT

City of San Diego

Company Search
Compliance Management
Labor Compliance
Administration

City_of_San_Diego
News & Events

[ City_of_San_Diego
Workshops

Payroll Menu
Payroll Information  Employee Information  Pay Information  Deductions Information  Confirm

Fill out the Employee and Classification details below then press the "Continue to enter Pay" button before moving on.

J Employee and Classification Information |

Project Number-Name: Design and Installation

Payroll End date: 05/02/2013

Payroll Number: 1

Selectan employee: | Cotto, Luis (***4444) v AddIEdit Employees ...

Please select the classification:

Construction  Craft Location Rate Time Frame
Type
) Buiding LABORER BUILDING SanDiego $2697 01/011900-0110112088
) CONSTRUCTION
@. Heavy CARPENTER San Diege 33230 01/01H900-01101/2098
<< Back to Payroll Info Continue to Pay Info >»

Select employee and craft(s) worked for the
week



5. PRISM Labor Management

5.5 Labor Management — Add Payroll Wizard

General Information

Compliance Management
City of San Diego

Payroll Menu

Labor Compliance i
Project Number-Name: Design and Installation

Payroll End Date: 05/02/2015
Payroll Number: 1 @
Employee: Luis Cotto (™"4444)

Infc i Confirm

Administration Payroll Employee

Fill out the Deducticn details w then press the "Confirm & Save” button before moving on

City_of_San_Diego
News & Events

Company Search

City_of_San_Diego

Payment Information

Compliance Management

Labor Compliance

General Information

Workshops Project Number-Name:  Design and Installation
Prevailing Wage Actual Wage Administration Payroll End Date: 05/02/2015
WD#: Base Rate: $0.00 /hour Payroll Number. 1
. . City_of_San_Diego
Craft: CARPENTER Overtime Rate 1: $0.00 /hour News & Events. Employee: Luis Cotto (**4444)
Overtime Rate 2: $0.00| /hour
PW Rate: N/A
i Fringes: City_of_San_Diego
Overtime 1: N/A e
. Workshops Deduction Info
— - Health & Welfare: $0.00] /hour
Pension $0.00 /hour Exemptions 0
Fringes: Vacation/Haliday $0.00| /hour
Health & Welfare A Training $0.00 /hour Federal Taxes: $0.00
Pension: N/A
Cash: @ $0.00| /hour
Vacation/Holiday N/A FlcA 5000
TeTis NA Other $0.00] fnour State Tax: $0.00]
— - T))Ia\ Fringe (old); $0.00 /hour Local Tax: 50,00/
Total Fringe: NA ' S0l $0.00]
0.00 iy
3 our With-Holding: $0.00)
Total Hourly Rate: N/A $0.00 ihour
Other Taxes: $0.00|
Total Gross Pay: $0.00 @  Total Net Pay: Check Number/Pay ID:
Union Dues: $0.00)
Savings: $0.00|
Enter Hours Worked each day Med 50.00
Medicare:
Sunday Monday Tuesday Wednesday/ Thursday  Friday Saturday Trav/Subs: $0.00)
04/26 04/27 04/28 04/30 05/01 05/02 Total Other Deductions: $0.00

Regular Time

g 0 0 g Jg [ 0 Total Deductions (old): $0.00
Overtime 1 ; L
g 0 0 g g [ 1o
Overtime 2 Autosum Total £0.00
ol 0 ) ) ol o l—D Deductions:
Notes:
[ Fillin with Regular Time | [ Calculate ProjectPay | | 0 (2000 char)

Total Project Pay:

50.00 @ y

Indicate rates of Pay (Base, OT and Fringe) as well as Input all employee deductions

hours worked for the week (Standard and Overtime)

\\\\\\h W
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5. PRISM Labor Management

5.7 Labor Management — Add Payroll Wizard

Total Overtime 1: oh Owvertime 1: $0.00
° ReVieW the -~ Total Overtime 2: oh Overtime 2: +0.00
Health & Welfare: $0.00
- - Pension: $0.00
confirmation
O Training: $0.00
and click
‘ . Other Fringes: %£0.00
CO nfl rm & Autosum Total Frimge: %0.00
, o Total Hourly Rate: $0.00
Save Deductions
Exemptions: o
Federal Taxes: £0.00 Union Dues: $0.00
State Taxes: $0.00 wWith-Holding: $0.00
Local Tax: $0.00 SDI: $0.00
Other Taxes: $0.00 Sawvings: $0.00
° If there iS FICA: £0.00 Medicare: £0.00
Trav,/Subs: $0.00
n r Total Deductions (old): £0.00 Other Deductions: £0.00
anothe
—~ e s0.00

employee on

Fringe Benefits

thiS paer” CIiCk Pension: $0.00 Vacation/Holiday: $0.00

Health and Welfare: £0.00 Training: $0.00
‘N E I H Total Fringe (old): $0.00 Other Frimges: $0.00
eW l I Ip Oy Autosum Total Fringe: £0.00
Totals

Total Net Pay: $0.00 Total Project Pay: $0.00

£0.00

<< Back to Deductions << Back to Payroll Menu | New Payroll || New Employee || Confirm & Save | >

‘ PrismCompliance.com & 2004-2014 \ /

\ \\\\\\h W

=
=
e
=—
COMPLIANCE ——

' MANAGEMENT




—

5. PRISM Labor Management

or Management — Import a Payroll

A

'Import a payroll using standard
PRISM template

Payroll Menu

| List All Certified Payroll Reports I Display all Certified Payroll Reports

| Manage Non-Certified Payroll Reports | Edit existing Payroll Reports and add a new payroll entry

Download the payroll import

[ Add a Payroll | Add a new payroll entry
template here .
ort a Payroll from a Prism formatted XLS file
——

<< Back to Project Labor Menu

View How-to tutorial here

Payroll Menu >> Plymll lmpon
Payroll Import

Company Search You can download a pre-configur: ic_payroll import template by clicking here

‘Compliance Management | If YOU are unsure how to use the template, view the in plate tutorial by clicking here

Labor Compliance Once you are ready to import, locate your completed template file (Step1) then click Go!. You may watch the import after clicking Go!. The
import results will be emailed to address in the import template.
Administrati

B cityor_san Diego | StP 1|  seectfie: _Browse... |
News & Events
Step 2: | : |
& city_of_san_Diego —I

Workshops
S M << Back to Payroll Menu
' MANAGEMENT

\\\\\\\“\I
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5. PRISM Labor Management

'After payroll information has
been entered or imported it can
be found in ‘Manage Non-
Certified Payroll Reports’

Payroll Menu

| List All Certified Payroll Reports I Display all Certified Payroll Reports

= | Manage Non-Certified Payroll Reports | Edit existing Payroll Reports and add a new payroll entry

Compliance Management
LalohC [ Add a Payroll | Add a new payroll entry
S
y | import Payroll | 1mport a Payroll from a Prism formatted XLS file
@ city_of_San_Diego
News & Events
<< Back to Project Labor Menu

& city_of_San_Diego
Workshops

Select Certify from the list

.-E

=
=
=
5

Payroll Menu >> Non-Certified Payrolls

View existing payrolls

* Your subcontractors’ payrells are available for review only. You may add, edit, and delete your own payrells

Company Search
= = Select a Contr: - | Design and | i v]
‘Compliance Management
Labor Compliance | Listof Payrons |
Payroll History Vendor Number Pay Period Certified Certify Notified Add New =
Number Employees Paid End Date Report Payment §
& city_of_San_Diego g
News & Events £
(u}
City_of_San_Diego City Contractors 1 0S/02/2015 View No @
‘Workshops .

PR £

COMPLIANCE

SM

' MANAGEMENT << Back to Payroll Menu I
. T s e




5. PRISM Labor Management

5.9 Labor Management — Certifying a Payroll

Administration

City_of_San_Diego
MNews & Events

ReVieW Statement Of Cvivtvﬁ‘ofﬁ San_Diego
o N . 'orkshops
Compliance and exception list

Enter your name and Digital
Signature Code that was
emailed to you

Note: We will cover how to set up a digital
signature in administration

STATEMENT OF COMPLIANCE

Payroll Number 1
Bid No. K613

Date 5/10/2015
|, Danielle Christina , do hereby certify under penalty of perjury:

(1) That| pay or supervise the payment of persons employed by City Contractors on Design and
Installation, that during the payroll period commencing on 4/26/2015 and ending 5/2/2015, all persons

employed on said project have been paid their full weekly wages earned, that no rebates have been or will

be made either directly or indirectly to or on behalf of said City Contractors from the full weekly wages
< >

Exceptions
Select any applicable Exceptions, and/or enter additional Exceptions in the available text box.

[J(a) WHERE FRINGE BENEFITS ARE PAID TO APPROVED PLANS, FUNDS, OR PROGRAMS In addition to basic hourly wage rates paid
to each laborer or mechanic listed in above reference payroll, payments of fringe benefits as listed in the contract have been or will be made to
appropriate programs for the benefit of such employees, except as noted in Section 4(c) below.

[J(p) WHERE FRINGE BENEFITS ARE PAID IN CASH Each laborer or mechanic listed in the above referenced payroll has been paid, as
indicated on the payroll, an amount not less than the sum of the applicable basic hourly wage rate plus the amount of the required fringe
benefits as listed in the contract, except as noted in Section 4(c) below.

[J{c) EXCEPTIONS - CRAFT EXPLANATION

B AE ¥E

B I U E

v

7 Design | ¢ HTML Words: 0 Characters: 0

[ acknowledge reviewing the above message and wish to certify this payroll.
[ This is the final payroll

Name: =
{Enter your first and last name, for example: John Smith)

Digital Signature Confirmation Code: * |:|

The system will send you an email with a Digital Signature Confirmation instruction. Follow the
instruction in the email to confirm your identity

PR<

COMPLIANCE MANAGEMENT




5. PRISM Labor Management

or Management — Certifying a Payroll

- An email message to complete
Digital Signature process is
sent to your email address.

City of San Diego An email message to complete Digital Signature process is senl to your email address. Please, cllck on the confirmation link in this
email message.

Payroll Menu == Non-Certified Payrolls

View existing payrolls
Com| Search
< * Your subcentracters” payrolls are available for review only. You may add, edit, and delete your own payrolls.

Compliance Management

Select a Contract/Project *: \Deswgn and Installation v

List of Payrolls

_of_San_| History Vendor Number Pay Period  Certified Certify Notified Add New
News & Events Employees Paid End Date Report Payment

Labor Compliance

Correspond

City_of_San_Diego

Workshops
City Confractors 1 05/02/2015 View Certify No Add =
1
Please, click on the E—
confirmation link in this
. . Hi Danielle Christina,

email message to confirm _ o . N . .

City_of_San_Diego received vour Payroll Certification Acknowledgement through the prismcompliance com web site! Click here to confirm it.
payro I I Ce rtlfl Catl O n If your email client does not let you clicking on the link simply copy the URL below and paste it to the address bar in your WEB browser.

-//pro_prismcompliance.com/Center/Digital Signature/ Pages/Confirmation.aspx?DigEmailConfirmation]D=g 1 ImFNeegEg%3d

This email provide onfirmation for the certification of payroll:

Contract: Design and Installation - K613
Number: 1

Week Ending: 5/2/2015 12:00:00 AM
Number of Employees: 1

Certify Date: 05/10/2015

Certifier: Danielle Christina

Sincerely,

City_of San_Diego Compliance Management Team

A\ SV .
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6. PRISM Workforce Management

6.1 Workforce Management Workflow

Adding Employees to a Vendor(as needed)-

This step involves adding employees to your company profile. Information regarding an employees
participation in a particular workforce program is captured here. For example, this is where you identify
employees who are local hires, new hires, etc. This is a step that a jurisdiction and/or vendor can do.

Workforce Reporting (Monthly or Periodic)- This step involves going through the PRISM
workforce management module wizard to submit Workforce Reports either Monthly or based on
contract percent completion.

\\ M.,

RASM

COMPLIANCE ——" MANAGEMENT




6. PRISM Workforce Management

6.2 Workforce Management — Employee Manager

Employee Information
General  Workforce

?

C T h e E m p | Oye e M an ag e r Sto reS = Fill in general employee information and click Save button. Required fields are marked with the * symbol

information about your employees | | |
that facilitate completing payroll Sy Nmps:

wizards and workforce reports. — -
City: [ ] Ste* [WARYLAND vz | | County.

Annual Salary: Fringe Benefits: l:l Exemptions: El

b The SeCt|On t-ltle-d Workforce WI” Base Rate: |:| Qvertime * 1.5: l:' Overtime * 2: |:|
allow you to indicate employees ., e e T

belong to a particular program or
demographic s s 6 sk e Lot s
Employeglafasmation

Gﬁer‘ Workforce ,

o
-J Fill in Workforce information and click Save button

Continue to Workforce >>

Employee Number: 1911

Title: Cheif Welder

Name: Clifton Huxtable

Race: African American

Gender: Male

What workforce program(s) Clifton Huxtable participates in? 2 programs -

Assign Job Categories to Clifton Huxtable

Assign Special Demographics to Clifton Huxtable
Title Visible Start Date End Date Add/Delete Edit
Section 3 Yes 01/01/1999 04/28/2018 Delete Edit

- Select One — v Add

=
=
E——— Close and Go Back to the List of Employees
COMPLIANCE = MANAGEMENT
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6. PRISM Workforce Management

‘mlttmg a Workforce Report

" 4

r » Select ‘Manage Workforce Reports’

.....

hborCIlenu

Assign Employee Classifications
e Payrol Management
Labor Compliance ManageWorkorce Repors

) City_of San_Diego
News & Events

® City of_San_Diego
Workshaps

\\\\

PR. fiswl
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6. PRISM Workforce Management

«  Select ‘Add Workforce Report’

hotsmOse  [Wowben
» The workforce Wizard will guide you 2

Configure me! ‘

through all the steps to submit a
workforce report Company Search | List of Workforce Reports |

Labor Compliance

Program Period Contract Vendor Delete Edit

Niinraion
o —
T——— >

City_of_San_Diego
News & Events

City_of_San_Diego
Workshops

\\\\

PR. fiswl
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6. PRISM Workforce Management

Step 1: Select
Project from the
drop down list

\\\\

PR. fiswl

COMPLIANCE —" MANAGEMENT

mitting a Workforce Report

Cityof San m;go

Company Search
Compliance Management
Labor Compliance

Administration

® city_of_San_Di
News & Events

City_of_San_Diego
Workshops

Workforce Menu >> Repomng Period
Reporting Period Goals  Upload Report Review Confim
¢ - :
\ Workforce Utilization Report Wizard
o Fill out the Workforce details below then press the "Continue” button to moving on.
Step 1 0f6 |
Select a ContactProject =
Design and Installation
<< Back to Workforce Reports List Continue o Goals »»



6.

PRISM Workforce Management

6.3 Submitting a Workforce Report

Step 1: Select:

Project

Program
Vendor(yourself)
Report Period
from the drop
down list

=

=
=
__‘

PR

COMPLIANCE MANAGEMENT

__The City of

San Dleg

America's Finest City

City of San Diego

Company Search
Compliance Management
Labor Compliance
Administration

City_of_San_Diego
News & Events

City_of_San_Diego
‘Workshops

Welcome, Danielle Christinal Log-off

-1

Workforce Menu == Reporting Period
Reporting Period Goals Upload Report Review Confirm

o

Workforce Utilization Report Wizard
Fill out the Workforce details below then press the "Continue™ bufton to moving on.

Step 10of 6

Select a Contact/Project = |Design and Installation hd
What Program is being Reported? = [Monthly Employment Utilization |
Select a Vendor from the list of vendors: = | City Contractors (Prime) V|

Reporting Period” *
052013
06/2013
07/2013
<< Back to Workforce Reports List 08/2013 Continue to Goals >>
09/2013
10/2013
1172013
1212013
01/2014
0212014
03/2014
04/2014
05/2014
06/2014
07/2014
03/2014
09/2014
10/2014
11/2014
1212014
01/2015
0212015
03/2015
04/2015
05/2015




6. PRISM Workforce Management

6.3 Submitting a Workforce Report

Step 2:

Review the Goals
established by your
jurisdiction for this
program

\\ i,
| o
P
<

=
=

—
e
—

COMPLIANCE "é_’j MANAGEMENT

A/

. The City of

America's Finest Ci

City of San Diego

Company Search
Compliance Management
Labor Compliance
Administration

City_of_San_Diego
News & Events

City_of_San_Diego
Workshops

San D,iegu.L‘L

Workforce Menu == Goals

Reporting Period Goals Upload Report Review Confirm

Contract:

Program Reported:
Reporting Period:
Vendor:

Step 2 of 6 (Workforce Goals)

Apprenticeship Program:
Employment Agency:
Minorities:

Women:

Training Program:

Union Hiring Hall:

Other:

Disabled Veteran
Section 3 Resident

New Hire

<< Back to Reporting Period

K613 - Design and Installation
Monthly Employment Utilization
0512013

City Contractors

0%
0%
0%
0%
0%
0%
0%
0%
0%
0%

Welcome, Danielle Christinal Log-off

L e L fier b
e

Continue to Upload Report »»




6. PRISM Workforce Management

6.3 Submitting a Workforce Report

. The City of

Step 3/4: sanDiege wh

Download and City of San Diego
complete Workforce
Utilization Templa

Labor Compliance

Administration

City_of_San_Diego
Workshops

\\\ \\\“\h._

F—
pR =
=
=
COMPLIANCE MANAGEMENT
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Workforce Menu == Upload Report

&

Reporting Period Goals Upload Report Review Confirm

You may download, complete, and upload

Workforce Utilization Report Wizard
a template with your utilization plan or actuals. If not, just click Continue to manually
enter data

Contract:

Program Reported:
Reporting Period:
Vendor:

Step 3 of 6 (Download Template)

T~

K613 - Design and Installation
Monthly Employment Utilization
05/2013

City Contractors

Download Workforce Utilization Report Template as Microsoft Excel file.

| Download Utilization Report Template

| You will be able to save the file fo your computer to enter your utilization

Step 4 of 6 (Upload Template)

File: Browse.

plan.

Select an Excel file with your Worforce Utilization Report and click
Upload Workforce Utilization Report button. The file should be in

| Upload Workforce Utilization Report

| PRISM Excel format prepared using a previously downloaded template.

<< Back to Goals

Continue to Review >>



6. PRISM Workforce Management

6.3 Submitting a Workforce Report

Step 314 EEaET

2 Contract Number K613

The preconfigured

business should match the

D E F G H I 1 K

name how business is

Template will ="
download Iin excel
format

Bill Donovan LABORER: ENGINEERING COl

40
0
0
0
0
0
0
0
0
0
0

16 0
0
0
0
0
0
0
0
0
0
0
0
0
0

w
=
s
-
x
=]
=
=}
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6. PRISM Workforce Management

6.3 Submitting a Workforce Report

. The City of

America's Finest Cily T

U p I O ad com p I ete d City of San Diego Workforce Menu >> Upload Report

Reporting Period Goals Upload Report Review Confirm

WO rkfo rce @ Workforce Utilization Report Wizard
Company Search

You may download, complete, and upload a template with your utilization plan or actuals. If not, just click Continue te manually

- I - - T I Compliance Management enter data
U tl I Z atl O n e I I l p a e Labor Compliance Contract: KE&13 - Design and Installation
Administration Program Reported: Monthly Employment Utilization
Reporting Period: 0512013
Vendor: City Contractors

City_of_San_Diego
News & Events
Step 3 of 6 (Download Template)

Download Workforce Utilization Report Template as Microsoft Excel file.
| Download Utilization Report Template | You will be able to save the file to your computer to enter your utilization
plan.

Step 4 of 6 (Upload Template)

File: Browse.. | Selectan Excel file with your Worforce Utilization Report and click
= Upload Workforce Utilization Report button. The file should be in
| Upload Workforce Utilization Report |  pRISM Excel format prepared using a previously downloaded template.
<< Back to Goals Continue to Review >>

\\\ \\\“\h._
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6. PRISM Workforce Management

6.3 Submitting a Workforce Report

Step 3/4: OR, you can
enter workforce
Information directly into
the database without
uploading files and
review

To make data entry
easier, you can retrieve

| The City of

San Die o T

America's Finest Ci ity

City of San Diego

Company Search
Compliance Management
Labor Compliance
Administration

City_of_San_Diego
News & Events

City_of_San_Diego
‘Workshops

Workforce Menu => Review

Reporting Period Goals Upload Report Review Confirm

Step 5 of & (Review Workforce Report)

¥
Workforce Utilization Report Wizard
Fill out the Workforce details below then press the "Continue” button to move forward to the next tab.
Contract: K613 - Design and Installation
Program Reported: Monthly Employment Utilization
Reporting Period: 05/2013
Vendor: City Contractors

N

se Labor Hours if Exist

the information
previously entered for
Certified Payrolls

\\ M.,

RASM

COMPLIANCE ——" MANAGEMENT

<< Back to Upload Report

Employee Classification/Job Category
Bill Donovan LABORER: ENGINEERING COMSTRUGTION: GROUP 1 JOURNEYMAN
|- Select One — v| [ Select One — v|

TOTAL

Hours Delete Edit

40 Delete  Edit
40

—

Continue to Confirm >>




6. PRISM Workforce Management

6.3 Submitting a Workforce Report

The City of

America's Finest Ci

Confirmation M

Step 5: SanDiego "y LD,

Company Search

Compliance Management

Review your

Administration

jurisdictions @ e e
disclaimer and D g e
submit workforce

report

Insert Full name
and acknowledge ™ — —
checkbox

Workforce Menu => Confirm

Reporting Period Goals Upload Report Review Confirm

‘Welcome, Danielle Christina! Log-off

E
Workforce Utilization Report Wizard
Fill out the Workforce details below then press the "Submit” button to submit the report

Contract: K€13 - Design and Installation
Program Reported: Monthly Employment Utilization
Reporting Period: 05/2013

Vendor: City Contractors

Total Hours 40

Status Not accepted

Step € of 6 (Agreement)

PLEASE READ THIS AGREEMENT CAREFULLY.

| certify under penalty of perjury that the foregoing information is true and correct

()] acknowledge reviewing the above message and wish to submit this report

>

Enter Your Full Name Here =:

<< Back to Review

\\\\\\h
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7. PRISM Vendor Search

Objectives

Upon completion of this module, you should be able to:

1. Review the Search capabilities of PRISM to navigate the
vendor database




7. PRISM Vendor Search

 Enter Key Word

Key Word is
Highlighted

Shows:
Vendor Name
Industries
Service/Product
Phone

URL
Certifications

\\\\\\“\i

A swm

MANAGEMENT

PR £

COMPLIANCE

word Search of Vendors

Company Search
Compliance Management
Labor Compliance
Administration

City_of_San_Diego
News & Events

City_of_San_Diego
Workshops

Company Keymn:l Search
Filtered Search Keyword Search

This search resembles the Google™ search. Enter your search criteria and filter by certification types.
This search criteria automatically includes industries, company names, contact names, company descriptions and more.

[] Show Non-Certified Companies
(include non-certified in addition to companies with certifications selected above)

SEARCH | nter keywords here.. |7 || 4 Search |
With these Certifications only: ¥ DBE M sB

vl DVBE Il SLBE

M ELBE M SMBE

M MBE M swee

M Micro ™ UDBE

M NiA M WBE

sty




7. PRISM Vendor Search

7.1 Filtered Vendor Search

« PRISM provides a
Search Wizard to
find MWBE vendors
within the
Jurisdiction

« Select from the

following criteria:
Industry

Certifications

Gender

Race/Ethnicity
Business Description
Company Name
Location

 Select Search

\\ M.,

RASM

COMPLIANCE / MANAGEMENT

|_The City of

San Diego

America's Finest Ci y

City of San Diego

Company Search
Compliance Management
Labor Compliance
Administration

City_of_San_Diego
MNews & Events

City_of_San_Diego
Workshops

Filtered Search

Company Filtered Search

Keyword Search

This search allows you to find compal ing specific criteria. Start by typing industry code or industry description.

Marrow your searc h by adjusting certification and other filters.
Industry: |
With these Certifications: ¥ DBE SB

¥ DvBE M sSLBE

v ELBE v sMmBE

™ MBE SWBE

M Micro UDBE

W A WBE

[ Show Non-Certified Companies
{include non-certified in addition to companies with certifications selected above)

Company Name: | company Name here

*’-Yc.u-mg;ent‘e} a“par;ial |:|ame.-
Market Area: [ AI-- V|
Gender: [— Al |
Race/Ethnicity: [—AI- |
Show Less Filters...

Business Description: |:".':' keywords related to your main service(s) and/or product(s)... |
Contact Person /Owner: |:".':' First or Last Name of Contact Person or Owner... |
Location: City: |__-,_,:,_ City here |

State: [= Al - ~|

Zip: |.—"::"_'._ Code here.

| = Search |
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8. PRISM Administration

Objectives

Upon completion of this module, you should be able to:

1. Manage Individual Employee Profiles
Update your Company profile

3. Add/Delete/Edit Users to login under your vendor
assignment

4. Set-Up Digital Signature

N




8. PRISM Administration

ministration of PRISM

~« Edit up to four (4)
additional users for

r
your company Hneicasboes i

City of San Diego Administration =
e Edit com pany | ManageUsersProfle | ViewEdtAdd User Profe
employees for Labor/ s | |
W 0 rkf orce P ro g rams B Manage Employees Profile View/Edit/Add Information about Employees
s | ManageVendorProfle | View’Edt Informafon about Vendor Company
° U p d ate com p any Administration
Profile Bl City_of San_Diego
Neis & Events
& City_of_San_Diego
Workshops

\ M.

RASM

MANAGEMENT , “

COMPLIANCE %




8. PRISM Administration

—

lect Manage User Profile

~+ Shows users for each R

_FContractor Users ‘
' Vendor T UserID  User Name Role Unlock Reset Password Edit Delete
LI 19061906  Unknown Unknown Contractor ~ Default Vendor User - Reset Password EditUser  Default Vendor User
Compliance Management i
« Select Delete or Edit
. .
for existing users oo | ——— —
News & Events
@ city_of_San_Diego
« Add New User e

Administration menu >> User Administration

N\ Add Contractor User ‘

Compliance Management Y
e ML I

[ City_of_San_Diego
News & Events Title: :

@ City._of_Sen_Diego [ Cancel | save |
Workshops

iswl S

MANAGEMENT , [y

\\\\\“\n
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COMPLIANCE .
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8. PRISM Administration

—

tting Up Digital Signature

~ + Each User can set up San
- their own Digital

. City of San Dlego Mmuusmon menu>> User Administration
S I g n atu re ‘ Contractor Users | ‘
S — UserID  User Name Role Unlock Reset Password Edit Delete
1 . ) 5 19061906 Unknown Unknown Contractor  Default Vendor User  Reset Password ‘gg!!g Default Vendor User
i SeleCt Edlt User to Compliance Management Generate New
. Digital Signature
begin b Conplrs T
Administration
City_of_San_Diego < Back to Administration Menu
News & Events
City_of_San_Diego
Workshops

\\\\

CUMPLIANCE —" MANAGEMENT ,




8. PRISM Administration

tting Up Digital Signature

- - g
-+ Next, select TR e
ext, seiecCt answer A e R
City of San Diego Administration menu >> User Administration
Secunty quesnons Edit Contractor User |
F — Your Signature
User ID=: 19061906
ERERRSEE | Lostrare- o
Labor Compliance pasSiGide No Digital Signature
Administration Check P e
Email: * Answer Security Questions to start using Digital
B City_of_San_Diego ) Signature
& City_of_San_Diego [[Cancel | [Save |
Workshops

<< Back to Administration Menu

q Digital Signature - Secure Answers B

i &
gooa
.. Please select three questions and provide answers below. Answers should be easy for you to remember but

[ I h e n ' O nfl u re “hard for anyone else to guess. If we ever need to confirm your identity, your correct answers to these guestions
) will help us verify it's you.
q u eStI O nS an d Set Up Your Security Questions |

Security Question 1 = |00 == Ea e =00
What are the last 5 digits of your credit card?
an SWe rS Ll s What are the last 5 digits of your driver's license number?
Security Question 2 = |VWhat is the middle name of your cldest child?
What is the name of the company of your first job?
Answer = What is the name of your favorite childhood frend?
= . .. |What is the name of your favorite childhood teacher?
Security Question 3 * |yt is the street number of the house you grew up in?
Answer = What is the title and author of your faverite book?
What is your grandmother's first name?
What is your mother's middle name?
What time of the day were you born?
What was the name of your first stuffed animal?

\\\\“\I W

\

What was your dream job as a child?
— Next ==
= v
=
= 1
=
=

COMPLIANCE MANAGEMENT f h&’:
”



8. PRISM Administration

8.3 Setting Up Digital Signature

l | TheCityof ,
« After you have saved  SanDiego

" America's Finest Ci
your answers, select _ B S 7SN
. G e n e rate N eW City of San Diego Administration menu >> User Administration
Contractor Users
D ig ital S i g n atu re, e UserID  User Name Role Unlock Reset Password Edit Delete
fr Om th e u S er = e 19061306 Unknown Unknown Contractor  Default Vendor User ' ' 'v 340 EditUser  Default VVendor User
administration screen Lvr Conpars
Administration
* You will be prompted Copstimdun | «outimso
with one of the 0 o 50
. . orkshops

security questions
you selected =

e Answer your security question. | E iiw :_ - _r




8. PRISM Administration

8.3 Setting Up Digital Signature

Digital Signature
. ar Select the style or upload your own image to be used as electronic representation of your
* FIn a.l |y , yO U must et Vagyalty bimcig contracts - st th aarme as & porranc-paper signature.
select a sighature
- . Your Signature Click on the generated image to select it. D
avatar (This will show Danielle Christinea
on your ce rtified Daniotte G liristina
Upload Your Signature
Browse...
payro”) Dawnielle Christinag
@ elV. g% 2y
Wariclle Ghristina >
<< Previous Next >= ~

- The signature code T —

-

a By clicking Adopt, you agree that the signature will be electronic representation of your

.
WI I I be Se nt tO yo u r i signature. The sy‘stem"«\-lll generate a unigue code and send it to your email address. You
have to remember the code and use it every time when your digital signature is required
.
email address to use .
for futu re refe re n Ce The Digital Signature is sent to your bruce@emslab.com email address.
|

\ \\\\\\h

=—
COMPLIANCE = MANAGEMENT

Close
b
=
= -
i—fé'




8. PRISM Administration

8.4 PRISM Administration— Employee Manager

Employee Information
General  Workforce

g T h e E m p I Oyee M an ag e r Sto reS 0f-J Fill in general employee information and click Save button. Required fields are marked with the * symbol |

information about your employees | | |
First Name = Middle Name: |:| Last Name =

that facilitate completing payroll Empyes tarier
Title: Gender = Race *:

wizards and workforce reports. — e
City: [ ] state= [mARYLAND vl e | | County:

° . Annual Salary: Fringe Benefits: l:l Exemptions: El
NOte' You M UST enter employee Base Rate: ] Overtime * 1.5: ] Overtime * 2: ]

address to comply with e e "

City/State/Federal regulations

Close and Go Back to the List of Employees Continue to Workforce >>

» Enter all employee workforce —
utilization demographics on the

¢ O rkfo rce, ta b —J Fill in Workforce information and click Save button
Employee Number: 1911
Title: Cheif Welder
Name: Clifton Huxtable
Race: African American
Gender: Male
What workforce program(s) Clifton Huxtable participates in? 2 programs -

Assign Job Categories to Clifton Huxtable

Assign Special Demographics to Clifton Huxtable

Title Visible Start Date End Date Add/Delete Edit
Section 3 Yes 01/01/1999 04/28/2016 Delete Edit

‘; - Select One — v Add

3
=
=—
6 Close and Go Back to the List of Employees
COMPLIANCE = MANAGEMENT

\\\\\ N,

|




8. PRISM Administration

8.5 PRISM Administration— Manage Company Profile

America's Finest 'Cry
City of San Diego Administration menu >> Profile

.
* Review and Update Compa e
VI W n n Profile  Address Certifications Industry Advanced
. . . ¥ - - - — - s —
m Company Search Fill out the Profile details below then press the "Update Profile” button before moving on. The fields with the ™" are required
ro I e I n 0 r a I O n fields. Be sure to complete these fislds.

Compliance Management

Labor Compliance Vendor Profile

Administration Tax 1D+ [1506 VIN: [ |

. . . .
Vendor/Business Name *:  [City Contractors Date Established: | |

I I y I I City_of_San_Diego (newi)
Mews & Events Doing Business as: ‘ | Empl. Totar: l:l

Y o . Business Structure: |8 Corporation ~| Empl. Minority: l:l
Certification/ Industry D | |

Workshops | - Select One - |
H H Race/Ethnicity- [Hispanic American v| Gender [Female v
Information is out of date | | - | |
Business Activity: [ Construction ~|
Product Service Major Customers:

Contact Information

Contact Information 1 Contact Information 2

Name: |Regina Davis | Name: ‘Luws Valdez |
Title |CEO | Title: ‘F’urchasmg Directorr |
Phone [ | Phone: ‘ |
Cell Phone: [ | Cell Phone: \ |
Email: |Bruce@emslab.com | Email: ‘Lu\s@ems\ab com |

Annual Sales

\ \\\\\\h W

=
=
e
=—
COMPLIANCE ——

' MANAGEMENT
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9. PRISM News & Events

Objectives

Upon completion of this module, you should be able to:

1. Know where to look for important messages from the
Jurisdictions




9. PRISM News & Events

lect Jurisdiction News & Events

~* |mportant messages
from the Jurisdiction
will be posted here

 Click on the topic of
interest to see the ConpaySearch
message

B city_of San_Diego(new)
Ners & Evenls

P * Diversity Works Newletter

@ City_of_San_Diego

(new!)

Workshops

\\\\

PRASM s 4
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10. PRISM Workshops

Objectives

Upon completion of this module, you should be able to:

1. Know where to look for important messages from the
Jurisdictions for upcoming workshops




10. PRISM Workshops

elect Jurisdiction News & Events

Upcoming Workshop ey
iInformation will be
posted by the
Jurisdiction here

Amen?@’a%’@s Ci
City of San Diego WelcomeoPisnl

* Click on the om
workshop of interest i
Labor Compliance
Administration
* In some cases you -
. [ City_of San_Diego(new)
may review the s s
workshop over the T
web Worshops

P * Periodic Reporting for
Vendors Tutorials

\ M.

RASM

COMPLIANCE % MANAGEMENT f
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11. PRISM Support

Objectives

Upon completion of this module, you should be able to:

1. Know where to look for help and support resources




10. PRISM Resources

11.1 Where to find PRISM Resources

~»  PRISMCompliance.com —
https://pro.PRISMCompliance.com

» City of San Diego EOC Department — Contact the Contract
Compliance Officer assigned to your project

« PRISM Support Center —
nttp://prismcompliance.kayako.com/ (Select Vendor Knowledgebase)

* PRISM Vendor Tutorials —
http://stage.PRISMCompliance.com/etc/vendortutorials.htm



https://pro.prismcompliance.com/
https://pro.prismcompliance.com/
https://pro.prismcompliance.com/
http://prismcompliance.kayako.com/
http://prismcompliance.kayako.com/
http://stage.prismcompliance.com/etc/vendortutorials.htm

